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State of California

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 542}

See instructions on reverse

Business Services Section

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Corrections 16866 August 1, 1994
ORGANIZATIONAL UNIT

Page 1 of 6 Pagesw

and i n S ZiM 1 600 ADDRESS  {mumbez, sireet, «ity) g&?&yg})ﬂ OF GE}NERAL SERVICES APPROVAL
1515 S Street, Room 12485, Sacramento & o
ITEM CUBIC | CALIFORNI{A M v
NUMBER | FEET STATE e i PRA
ARCHIVES TITLE AND DESCRIFTION OF RECORDS d t RETENTION (Exempt) REMARKS

(Iriple  space USE ONLY (Triple-space between items} i a &

between  items} a 1 | OFFICE | DEPT. SRC | TOTAL IPA

(6) o & {ian a2 (13 a4 {16) th
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State of California

RECORDS RETENTION SCHEDULE

STD. 73 (REV, 5-92) DEPARTMENT (1) ' ) SCHEDULE NUMBER {2} DATE (3)
Corrections 16866 Aungust 1, 1994
ORGANTZATIONAL UNIT
See instructions on reverse Business Services Section Page 2 of 6 Pagesw
; ADDRESS (mumber, troet, e DEPARTMENT OF GENERAL SERVICES AFPROVAL
and in SAM 1600 3 o NUMBER (5) . LY
1515 S Street, Room 1248, Sacramento )
¥TEM CUBIC | CALIFORNIA ’ M v
NUMEBER FEET STATE e i RETENTION PRA
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d t (Exempt) REMARKS
(Triple  space USE ONLY (Triple-space between items) i a &
between  iterna) a i OFFICE | DEPT. SRC TOTAL 1IPA :
& o @ © o | an (12 (13) {14) 15 (16) an

0010 Administrative Records: p * * *Retain per RRS 16000.
Copies of general administrative records such as
correspondence, supervisor employee files, budgets,
procurement, reports, ete.. Originals are maintained

in Headquarters offices.
6020 Building Security System M i 2 3 Retain for three years (one year in the
_ Magnetic and computer disks and video tapes : office and two years at SRC).

documenting staff or visitor access to the offices.

0030 Communications : P A+2 2 A+d Retain as active until purchase or
Records pertaining to telecommunications, telephones alterations are completed, then retain
and communications plans. four years (two years in the office, two
years at SRC).

16866-2



Stats of California

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 5-92)

See instructions on reverse

Business Services Section

DEPARTMENT (1) SCHEDULE NUMEER (%) DATE ()
Corrections 16866 August 1, 1994
ORGANIZATIONAL UNIT

Page 3 of 6 Pagesq

and in SAM 1600 ADDRESS  {gumber, street <) ﬁﬁ’;;‘;‘g;‘f;‘;’f OF GENGRAL SERVICES APPROVAL
1515 8 Street, Room 1248, Sacramento
ITEM CUBIC { CALIFORNIA M v
NUMBER | FEET STATE e i PRA
ARCHIVES TITLE AND DESCRIFTION OF RECORDS d H RETENTION {Exempi) REMARKS
(Iriple  space USE ONLY ({Triple-space between iterns} i a &
between  ftem) a { | OFFICE | DEPT. SRC | TOTAL 1PA
(6 @ & ) a0 | ay | @y (13) (19 (15 a6 un
0040 Correspondence Control
0040A G Governor's Personal Papers P A+1 2 A3 X Retain as active until resolution, then
Correspondence or policy (including backup), retain three years or *until the end of
responded to ?_’ the Department at the term of office (one year in the office,
Govemor's Office request two years at SRC), whichever comes
last.
0(% B Emliei Large Action: Legislative Inquiries P A+2 1 A+3 X Retain as active until completion, then
Records incluede the completed retain three years (two years in the
Correspondence Referral, CDC. 972, and office, one year at SRC)
response. ? ’
7
Oggﬁﬁé Small Action: Public or Inmate P A+l A+l Retain as active until completion, then
{ Requests retain one year (office).
Records include the Correspondence Referral
CDC 972, only. Each office retains copies of
the response per RRS 16000, item 0070.
0045 Credit Cards
0045A Gasoline P A+2 2 A+4 Retain as active until the end of fiscal
Records include gasoline credit card request, ' year, then retain four years (two years
copies of vendor billings reviewed and in the office, then two years at SRC).
authorized for payment, etc.. ?
0045B General Services P A+l A+l Retain as active until the card is
Records include General Services cards, returned, then retain one year,
employee requests and index card or data file.

16866-3



State of Califorpia

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 592}

See instructions on reverse

DEPARTMENT (I}

Corrections

SCHEDULE NUMBER ()
16866

DATE (3)
August 1, 1594

| GRGANIZATIONAL UNIT

Business Services Section

Page 4 of 6 Pagesw

and in SAM 1600 ADDRESS {wwasker, wheet, ooy gﬁm}xg{? OF GENERAL smwct_-:s APPROVAL
1515 S Street, Room 1248, Sacramento RN
ITEM CUBIC | CALIFORNIA : : M v i
NUMBER | FEET STATE : [ i PRA
ARCHIVES TITLE AND DESCRIFTION OF RECORDS d t RETENTION (Exempt) REMARKS
(Triple space TSE ONLY {Triple-space between items) i a &
between  items) a 1 OFFICE | DEPT. SRC TOTAL 1PA
6) 7 @ (&) (10 | b {12) (13) (14) (15 (16) a7

0050 Mailroom Shipping/Freight Log P A+6 A+6 Retain as active unti! the log book is
Log used to track mail items. M M filled or complete, then retain six month

and destroy.

0055 Materials Management P A+2 2 A+4 Retain as active until report or project
Records relate to SLAMM (State Logistics and M completion, then retain four years (two
Materials Management), annual inventory and years in the office, then two years at
departmental Peer Review Reports. SRC) ?

0060 Merit Award Suggestions P A1 3 A+d4 Retain as active until resolution
Employce suggestions proposed to improve State {approved or not approved), then retain
programs or procedures. four years {one year in the office, then

three years at SRC).

0065 Parking Records P A A Retain as active until the parking space
Records pertaining to Employee parking assignments. is reassigned.

0070 Procurement and Supply P C+2 2 C+4 Retain as current until the end of fiscal
year, then refain four years (two years
in the office, then two years at the
State Records Center).

0080 Property/Equipment and Inventory Control | P C+2 2 C+4 Retain as current until the items are
Records pertaining to acquisition, transfer, survey and inventoried and surveyed, then retain
inventory control of property/ equipment. Records four years (two years in the office, then
also include documentation of contract mover's ’
delivery and payment. two years at SRC).

16866-4



State of California

RECORDS RETENTION SCHEDULE

STD. 73 REV. 5-97)

See instructions on reverse

‘ DEPARTMENT (1) SCHEBULE NUMBER (3) DATE (3
Corrections 16866 August 1, 1994
ORGANIZATIONAL UNIE

Business Services Section

Page 5 of 6 Pagesw

and‘ in Ry AM 1 600 ADDRESS  {mmber, stroet, city} gﬁﬁgg’f ?F GENER.AL S/ERVI:.‘ESAPPROVAL
1515 8 Street, Room 1248, Sacramento o fo sl d
ITEM CUBIC | CALIFORNIA M v
NUMBER | FEET STATE e | i PRA
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d t RETENTION {Exernpt) REMARKS
(Triple npace USE ONLY {Triple-space between itemns) i 2 &
between  jtems) a | | | OFFICE | DEPT. | SRC | TOTAL PA
{6) ) (6] ()] (10) 1 (11 (12} (13) (14) (15) (16} {an
0090 Records Management P
0090A Annuzl Records and Micrographics P 3 3 Retain three years ( office).
Progress, SRC Destruction, .
Micrographic and Optical Disk
Feasibility Study and Information
Practices Act Reports
f})}ﬁg s § g Information Practices Act P A+43 A+3 Xi Retain as active until resolution, then
PRl Correspondence retain three years (office).
0090C Records Retention Schedules and P A Retain as active until the RRS is revised
Transfer Lists and all transfer lists expire.

0100 Reproduction Requests P C+1 3 C+4 Retain as current until the end of fiscal
year, then retain four years (one year
in the office, then three years at SRC).

0110 Space, Leases, Alterations, By-State Leases | P A+2 2 A+4 Retain as active until the lease expires

Records pertaining to office space and alterations, and no litigation is pending, then retain
annual office surveys, lease and by-State leases. four years (two years in the office and
two years at SRC).

0120 Vehicle Management

16866-5



State of California

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 552

See instructions on reverse
and in SAM 1600 : ADDRESS _ (wanbor, prowy
‘ ) 1515 S Street, Room 1248, Sacramento

DEPAR'_!'MENT _(l) SCHEDULE NUMBER (2) DATE (3
Corrections 16866 August 1, 1994

ORGANIZATIONAL UNIT

Business Services Section

Page 6 of 6 Pagesq

city}

DEPARTMENT OF GENERAL SERVICES APPROVAL
NUMBER (5) =

s

ITEM CUBIC | CALIFORNIA M v
NUMBER | FEET STATE € i FRA
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d t RETENTION (Exempt) REMARKS
(Triple space USE ONLY (Triple-space between itewns) ) i a &
between  jtems) a i OFFICE | DEPT. SRC TOTAL iPA
{6) N ) © 10 | (1) (12} 13} {14) (15} 16 7
0120A Ownership and Maintenance P A A Retain as active for the life of the
Records include Certificates of Title, vehicle (in the office), then transfer to
Registration, Requests for Non-Exempt License the appropriate owner or agency
Plates (Undercover Permit) and maintenance PP ) S '
rocards. NOTE: Accounting should secure the
' original ownership documents. Copies
of the registration should be retained
in the vehicle until superseded.
0120B Permits and Reports P C+2 C+2 Retain as current until the fiscal year
Records include Home Storage Permits, Annual end, then retain two years (office).
Vehicle Inventory, Monthly Travel Logs, etc.
0130 Warehouse Stores and Plant Operations P C+2 2 C+4 Retain as current until the end of fiscal
Records include stock received and shipped and year, then retain four years (two years
warehouse matntenance and operations. in the office, then two years at SRC)

16866-6



